OVERVIEW OF BLACKBOARD
Blackboard is a course management system that allows your students easy access to whatever course material you deem appropriate to place online. Whether you choose to place all course material (even tests) or just a few hyperlinks to appropriate Internet sources, you will find the Blackboard package very customizable and easy to use.
For you and your students to have access to Blackboard, you will need:
• An Internet connection • A web browser. See the chart below for the minimum browser versions recommended by Blackboard.
X n/a n/a X X X X Microsoft Windows
Windows XP n/a n/a n/a n/a X X Mac OS 9.2 X n/a n/a NS X NS X Mac OS X.1 X X n/a n/a NS NS NS X Apple Macintosh Mac OS X.2 X n/a n/a NS NS NS X X = Certified configurations that have been tested by Blackboard NS = NOT SUPPORTED. There are known issues with these configurations and Blackboard recommends that you avoid using these configurations. n/a = Configuration combinations not supported by Apple, Microsoft, or Netscape. All other configurations are compatible.
DO NOT USE AOL'S BUILT-IN BROWSER!!!
If there is one sure way to guarantee you will not be able to do everything Blackboard is capable of doing, it is by using AOL's proprietary browser. Yes, you can continue to access the Internet using AOL, but DO NOT use their browser! Instead, minimize your AOL screen and launch a "real version" of Internet Explorer or Netscape Navigator.
REQUESTING A BLACKBOARD COURSE
To request a Blackboard course site, you must attend one of our extremely entertaining and informative Blackboard workshops, and then contact our campus Blackboard Administrator, Ken Black, Director of Teaching and Learning Technology, at ext. 6512 or via e-mail at: kblack@dom.edu . You should provide the following information:
• Course Number (such as English 250 or Biology 350) and section number • Course Name • Whether you want an existing Dominican Blackboard course copied into a new one.
(All documents, handouts, etc., can be copied from an existing course into a new one, making your preparation much easier the second time around!) (See next section for additional details.)
Ken will notify you via e-mail when your course Web site is up.
Copying a Blackboard Course
Why reinvent the wheel? You can copy an existing Blackboard course you have already created into one to use for a later semester. When you request a course to be copied over from one semester to the next, you can pick and choose which parts to copy. The following is a listing of the parts you may choose from: Unless we are instructed otherwise, usually only Content Area will be copied over, since portions such as the Discussion Board and Gradebook have user-specific information, which our experience has shown most instructors do not want copied over from one semester to the next.
Content Area

Course
Do NOT Keep Using An "Old" Course
In order to keep course naming conventions consistent on the Blackboard server, we ask that you do NOT reuse the same course over and over, but rather request to have it copied from semester to semester. While the result is that you will see duplicate course names when you login, it does allow you to keep an "archive" of older courses on your own. This brings up another point....
Courses Are Deleted Only Upon Request From the Instructor
Courses that you alone created without any assistance or outside content are regarded by Dominican University as your intellectual property. We do not delete courses unless you request them to be deleted. However, to not overload our server, we request that you periodically request older courses be removed. These can be archived for you and given to you as a ZIP file, which can be reloaded later, if you wish. (Only another Blackboard administrator can reload a course onto a server.)
WHAT THIS GUIDE COVERS
As lengthy as this Guide is, it still only scratches the surface of Blackboard's features. You obviously do not have to use everything Blackboard has to offer, but can select certain elements that you believe are most appropriate for the type of class you teach. This Guide should be enough to provide you with a broad overview of what the system provides, and it provides some Dominican University-specific information that is important for you to know. We have divided this Guide to cover the five main areas of the Does your course say it's Unavailable? That is the default setting so that YOU have access to it to add material before the semester begins, but students will not. Once the semester begins, be sure to reset this or else your students will not be able to get to the course! Additional information is on page 21. This Course Catalog section will list all active Blackboard courses on campus. Do not worry about security (discussed later on page 22), as you set how secure you want your course to be against outside users! Isn't there an address I can just type directly into my browser to get around all these crazy screens?
No. Anyone using Blackboard must first login to the server's main page to gain access. You (and your students) must login directly to blackboard.dom.edu and just learn to cope with "Blackboard's way" to getting to your courses!
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THE BLACKBOARD INTERFACE
Once you login and click on the link that leads to your course page, you will see a screen similar to the one below. By default, all logins to course sites go to the course Announcements page first, although this can be changed (as you will later see): 
CONTROL PANEL
The Control Panel functions are absolutely critical for you to master as an instructor of a Blackboard course. It should be your first stop when you go into your course for the very first time, and it is how you control the content of your course. As the above screenshot points out, only YOU have a Control Panel link on the Course Menu. Once you click the Control Panel link, it will take you to the following screen: Important: your path to the student's view. Whenever you want to get out of the Control Panel view and see your course how your students will see it, use the Navigation Path at the top of your screen; do NOT click the Back button on your browser--it may not always work.
Note: This screen may be too wide to fit onto your screen depending on your monitor's resolution setting. Scroll to the right or left as needed.
All of the sections you see will lead to additional areas with more choices. The bulk of this Guide will discuss these various sections within the Control Panel, roughly in the order that you will likely want to use them.
TOO MANY CHOICES?!?
Do not be overly concerned about the seemingly endless number of choices in the Control Panel. You will be spending the vast majority of your time in the Content Areas and Course Tools areas once you set up your menu system using the Course Options area. Once you get used to "navigating" within the Control Panel you will find Blackboard very easy to use. The key to using any section within the Control Panel is to read the onscreen instructions carefully.
COURSE OPTIONS: "HOUSEKEEPING 101"
Before we discuss adding material to your course and getting the content up and running, it may be best to look at the general "housekeeping" section of the Control Panel first. This is the Course Options section:
Manage Course Menu
The Removing a Course Menu item is simple--just click the corresponding Remove button on the far right.
Modify a Course Menu Item
To change the wording of an existing item, click the Modify button. You will see a screen like the one shown below after, for example, clicking the Modify button for
Assignments:
Click this drop-down menu to select another name OR type your own name in the text box below. You do not want to exceed the recommended 18-character limit. You must select an Area Type: first before assigning you own name, so you will have to be acquainted with what these tools actually do first. It will be best to test the Course Menu immediately after changing these options! Click the Browse button (circled above) to navigate to the area of your course you wish to have the new Course Menu item link to. Note there are plus signs next to each folder, which, in turn, cascade to display each item you presently have within a course area. In this case, we select an already uploaded syllabus document that is in the Course Information area of the course:
Remember--the
After clicking the Submit button in the folder window, you will see the Link location: box on the preceding screen now filled in:
Click the Submit button on this screen, and the new Course Menu item will be seen on your Manage Course Menu screen. As always, you should check the student's view by clicking on your course name in the Control Panel navigation path:
You will you have added a new Course Menu item immediately:
Here's the new Course Menu item you created! The final option for adding a Course Menu item, External Link, adds a Course Menu item that will itself be a hyperlink to another web site:
Use your own judgment on this, as Blackboard has a specific course area for external links (called, oddly enough, External Links, as you can see on the course menu above). Blackboard also allows you to add external links anywhere within specific course areas (such as Course Documents, Course Information, etc.) So, do you really want a menu item for one, lousy hyperlink? Anyway, here is what the screen looks like:
For Target: type in the entire web address. Yes, you must include the http:// before it.
Launch in a new window: means checking this off will launch a separate web browser for the student when the menu item is clicked. This is a personal choice for you, but given the graphics-intensive web sites out there these days, our recommendation is that you check this option.
Add the menu item text here. In this case, we are exceeding the recommended 18-character limit by typing in Shakespeare Online Site. You will see why this is NOT a good idea, but we know some of will have to be convinced of this....
Here is the result from the student's perspective:
THIS is why you want to stick to the recommended 18-character limit while naming menu items! Your users will have to use the horizontal scroll bar (at the bottom) just to see the menu items!
Manage Tools
Clicking the Manage Tools section in Control Panel will bring you to this screen:
Enable Blackboard Tools
The Enable Blackboard Tools link allows you to enable or disable the wide variety of tools the Blackboard system uses. These choices selected here are available to your students primarily via the Tools or Communication Course Menu items, although they can also be added as their own individual menu items using the Manage Course Menu option described earlier. Here is what the Enable Blackboard Tools screen looks like, followed by a brief description of what each does:
Note that even if you allow "guests" into your course (described on page 23), the Allow Guest column has several n/a's in it, indicating that guests cannot access that specific tool by default.
Most of these tools can safely be left on by default. Without going into a lot of detail about each option, here is a brief summary of what these choices mean. Some are explained in greater detail later in this guide:
Difference Between Enabling Blackboard Tools and Managing the Course Menu
You may be understandably confused between the tools discussed above and managing the Course Menu, as discussed beginning on page 10. Many of these tools appear as their own choices on the Course Menu (such as Discussion Board, for example) as well as through either the Tools course menu item or the Communication course menu item. Be careful not to, for example, disable the Discussion Board from the Blackboard tools section described above while still leaving it enabled as an option while managing your Course Menu! The result will be that the Discussion Board choice will still appear on the Course Menu, but will be colored black without any ability for the student to click on it. Not a big deal, but not terribly good looking, either:
The Discussion Board menu item is still there, since it was left enabled while managing the course menu. But if it is unchecked it as a tool, it is disabled! Best solution? Just remove it as a menu item altogether if you don't want it!
Enable Content Tools
This Control Panel option specifies the type of content that can be added. Our recommendation is just leave these enabled. In fact, we won't even waste the space showing you a screenshot of this screen!
Course Settings
The Course Settings area of the Control Panel is a very important area to get acquainted with. Although you will likely only need to venture into this area a couple of times while setting up your course, it contains some critical settings for student access. Here are the options:
We will go over each of these the next few pages.
Course Name and Description
Parts of this screen will already be filled in for you by the Blackboard Administrator when your course is set up. You may, however, want to add a Description since this will be seen by students when going through the Blackboard Course Catalog: The Course Classification is NOT based on Dominican's course catalog, but is reflective of subject areas set by Blackboard. Dominican University subjects that the students will use to "enroll" in your course are set in the Categorize Course area discussed on page 24.
The Course Name: should already be filled in by the Blackboa Administrator.
rd VERY IMPORTANT! By default, this is set to NO when your course is created, giving you sole access. Therefore, once you are ready to have students "enroll" in your Blackboard class, you must remember to set this to YES! If you get a complaint from students that they are unable to "enroll" in your course or that your course does not appear in Blackboard's Course Catalog, this is the likely reason!
Guest Access
By default, this page is set to NOT allow guests, so you will likely not want to change it. If, however, you wish to allow guests access to your class (in other words, they do not have to "enroll" in it via Blackboard and will be able to enter it directly via the Blackboard Course Catalog), you can reset this is Yes. Be aware that some areas within your class do not allow guest access by default.
Course Duration
Course Duration is set to Continuous by default. If you would like to set a start date and an end date for your students to have access to the course, you may do it here. Be careful when setting this, however. You do not want to accidentally set the wrong date and not allow access to your course two weeks before the final exam! Enrollment Options--Yet Another Critical Area! This is a critical area if you want to ensure that only your students get access to your Blackboard course. By default, all of our Blackboard courses are set to Self-Enrollment. This means students enroll themselves into your course. While this method places less of a burden on you as the instructor, you must bear in mind that all classes listed in the Blackboard Course Catalog can be accessed and that anyone can "enroll" in your Blackboard course by clicking the Enroll button (as shown below in the section on ).
Students Are NOT Automatically Enrolled in Your Blackboard Course!
Students are NOT enrolled in a Blackboard class simply because they registered for it. Our online registration system, Campus Web, is NOT tied into the Blackboard server in any way! Conversely, any of your students who enroll in your Blackboard course are not automatically enrolled in the course so far as the Office of the Registrar is concerned. Campus Web and Blackboard are two separate systems that do not "see" one another! This is by FAR the biggest point of confusion about Blackboard for students.
I can't hear you! One way around not allowing unauthorized students into your Blackboard course is to set an Access Code for the course. If this is set, students will, after clicking the Enroll button, be prompted for an Access Code that YOU provide to them. (They only have to do this ONCE, by the way.) Here is a look at the Enrollment Options screen:
Note that in the Self Enrollment area above, you also have the option of setting a Start Date and
How to Keep Out Unauthorized Users
an End Date for self-enrollment. While this is certainly one way to keep out unauthorized users, the best way is by setting the Access code. In the example above, we have set the access code to be EgdonHeath.
If you find yourself picking up a remove some that have few unwanted students or simply want to legitimately dropped your class, be aware that the User Management section in the Control Panel allows you to delete any unwanted students from your course (see page 82).
Adding Users
Some students may not quite figure out how g eir own. Fortunately, so long as they at et enrolled on th least have established their own Blackboard account, you can also choose Enroll User in the User Management section of Control Panel. Please DO NOT create users! This is how multiple users get created! Remember--There is NO tie-in between the Campus Web online registration system and Blackboard! Students must "enroll" in your Blackboard course separately! You've figured out by now that you always have to click the Submit button when finished, right?!?
Click the checkbox next to Require Access code to enroll and then type in any access code you choose to. Although you may not include spaces in the access code, you should indicate to your students that access codes are case-sensitive!
Categorize Course
This page allows you to set the subject area(s) your course is listed under when using the Blackboard Course Catalog, as seen 'way back on page 5. When your course is set up, the Blackboard Administrator should have already filled this in for you. However, you are free to alter it in cases when, for example, your course is cross-listed with another discipline:
THIS area, not the Course Classification seen in the Course Name and Description described on page 19, corresponds to Dominican University disciplines and Schools.
Set Course Entry Point
By default, when students enter your course, they are taking to the Announcements page first. You can reset this default to any area you desire by clicking the drop-down menu that is available on this screen.
Course Design
The final active link within the Settings screen in Control Panel is for Course Design. There are two options available on this page. The first, Course Design, allows you to set background colors for the Course Menu items, text color, and also to convert from the existing "look" of the Course Menu to buttons rather than text. (Any veterans of Blackboard's previous versions will know what we're talking about.) The second, Course Banner, allows you to set a different graphic image for your course Announcements page--or to get rid of the system default image.
Import Course Cartridge
A Course Cartridge is "pre-built" material supplied by a textbook publisher that is usually intended to supplement the textbook. Your students receive a special access key from the publisher in a shrink-wrapped textbook at the Bookstore to allow access to the course. The Blackboard Administrator is happy to do this for you once your publisher's sales representative supplies the access code. You will likely have to contact the Administrator, anyway, because some of these packages exceed Dominican's system quota of 25 MB for a course.
Import Package
This link allows you to import a "packaged" Blackboard file that you may have from another institution. Such files are called export files, and have the file extension of .zip. (similar to a conventional "zipped" file type). Unlike other ZIP files, however, you do NOT want to alter these in any way! Feel free to contact our Blackboard Administrator, Ken Black, if you would like to import a packaged file from another institution. In fact, we generally recommend that you DO NOT try importing a package on your own!
